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Statement of intent 

Aspire Federation Schools are committed to maintaining the confidentiality of information 

and ensuring that all records within the schools are only accessible to the appropriate 

individuals. In line with the requirements of the UK GDPR, the school also has a responsibility 

to ensure that all records are only kept for as long as is necessary to fulfil the purpose(s) for 

which they were intended. 

This policy has been created to outline how records are stored, accessed, monitored, retained 

ŀƴŘ ŘƛǎǇƻǎŜŘ ƻŦ ǘƻ ƳŜŜǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎǘŀǘǳǘƻǊȅ ǊŜǉǳƛǊŜƳŜƴǘǎΦ 

This document complies with the requirements set out in the UK GDPR and Data Protection 

Act 2018. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

1. Legal framework  

This policy has due regard to legislation including, but not limited to, the following:  

ω UK General Data Protection Regulation (GDPR) 

ω EU GDPR 

ω Freedom of Information Act 2000 

ω Limitation Act 1980 (as amended by the Limitation Amendment Act 1980) 

ω Data Protection Act 2018 

ω Data (Use and Access) Act 2025 

This policy also has due regard to the following guidance: 

ω 5Ŧ9 ϥ5ŀǘŀ ǇǊƻǘŜŎǘƛƻƴ ƛƴ ǎŎƘƻƻƭǎΩ 

ω 5Ŧ9 Ψ5ŀǘŀ ǇǊƻǘŜŎǘƛƻƴΥ ŀ ǘƻƻƭƪƛǘ ŦƻǊ ǎŎƘƻƻƭǎΩ  

ω 5Ŧ9 Ψ/ŀǊŜŜǊǎ ƎǳƛŘŀƴŎŜ ŀƴŘ ŀŎŎŜǎǎ ŦƻǊ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ǘǊŀƛƴƛƴƎ ǇǊƻǾƛŘŜǊǎΩ  

ω LƴŦƻǊƳŀǘƛƻƴ wŜŎƻǊŘǎ aŀƴŀƎŜƳŜƴǘ {ƻŎƛŜǘȅ όLwa{ύ ΨLƴŦƻǊƳŀǘƛƻƴ aŀƴŀƎŜƳŜƴǘ ¢ƻƻƭƪƛǘ 

ŦƻǊ {ŎƘƻƻƭǎΩ   

ω L/h ΨIƻǿ Řƻ ǿŜ ŘƻŎǳƳŜƴǘ ƻǳǊ ǇǊƻŎŜǎǎƛƴƎ ŀŎǘƛǾƛǘƛŜǎΚ 

ω L/h Ψ/ƻƴǘǊƻƭƭŜǊǎ ŎƘŜŎƪƭƛǎǘΩ 

This policy will be implemented in accordance with the following school policies and 

procedures: 

ω Data Protection Policy 

ω Freedom of Information Policy 

ω Cyber-security Policy 

ω Data Asset Register 

2. Roles and responsibilities  



 

Each school has a responsibility for maintaining its records and record-keeping systems in line 

with statutory requirements. 

The Executive Headteacher for the Federation will hold the overall responsibility for this 

policy and for ensuring it is implemented correctly. 

The DPO will be responsible for: 

ω The management of records at the school. 

ω Promoting compliance with this policy and reviewing the policy on an annual basis, in 

conjunction with the Executive Headteacher. 

ω Ensuring that all records are stored securely, in accordance with the retention periods 

outlined in this policy, and are disposed of safely and correctly. 

All staff members will be responsible for ensuring that any records they are responsible for 

(including emails) are accurate, maintained securely and disposed of correctly, in line with the 

provisions of this policy. 

Staff will be responsible for ensuring that when pupils use personal data for projects or 

coursework, they do so appropriately. This includes being compliant when storing personal 

data. 

3. Management of pupil records  

tǳǇƛƭ ǊŜŎƻǊŘǎ ŀǊŜ ǎǇŜŎƛŦƛŎ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ŀǊŜ ǳǎŜŘ ǘƘǊƻǳƎƘƻǳǘ ŀ ǇǳǇƛƭΩǎ ǘƛƳŜ ƛƴ ǘƘŜ ŜŘǳŎŀǘƛƻƴ 

system ς they are passed to each school that a pupil attends and include all personal 

information relating to them, e.g. date of birth, home address, as well as their progress and 

achievements. 

The following information is stored on the front of a pupil record, and will be easily accessible: 

ω Forename, surname, and date of birth 

ω Unique pupil number 

ω Note of the date when the file was opened 

The following information is stored inside the front cover of a pupil record, and will be easily 

accessible: 

ω Any preferred names 

ω 9ƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ŀƴŘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǇǳǇƛƭΩǎ ŘƻŎǘƻǊ 

ω Any allergies or other medical conditions that are important to be aware of 



 

ω Names of people with parental responsibility, including their home address(es) and 

telephone number(s) 

ω Any other agency involvement, e.g. speech and language therapist 

ω Reference to any other linked files 

The following information is stored in a pupil record, and will be easily accessible: 

ω Admissions form 

ω Details of any SEND 

ω If the pupil has attended an early years setting, the record of transfer 

ω Data collection or data checking form  

ω Annual written reports to parents 

ω Notes relating to major incidents and accidents involving the pupil 

ω Any information about an EHC plan and support offered in relation to the EHC plan 

ω aŜŘƛŎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ ǇǳǇƛƭΩǎ ƻƴ-going education and behaviour 

ω Any notes indicating child protection disclosures and reports 

ω Any information relating to exclusions 

ω Any correspondence with parents or external agencies relating to major issues, e.g. 

mental health 

ω Notes indicating that records of complaints made by parents or the pupil  

ω Examination results ς pupil copy  

ω SATs results  

The following information is subject to shorter retention periods and, therefore, will be stored 

separately in a personal file for the pupil in the school office: 

ω Attendance registers and information  

ω Absence notes and correspondence  

ω Parental and, where appropriate, pupil consent forms for educational visits, 

photographs and videos, etc. 

ω Accident forms ς forms about major accidents will be recorded on the pupil record  



 

ω Consent to administer medication and administration records 

ω Copies of pupil birth certificates, passports etc.  

ω Correspondence with parents about minor issues, e.g. behaviour 

ω Pupil work  

ω Previous data collection forms that have been superseded  

Safeguarding information is stored on a secure cloud system ς CPOMS. Only those identified 

as Designated Safeguarding Leads and Deputy Designated Safeguarding Leads have access to 

these records specific to each school. Any hard copies of disclosures and reports relating to 

child protection are stored in a sealed envelope, in a securely locked filing cabinet in the 

relevant school office ς a note indicating thƛǎ ƛǎ ƳŀǊƪŜŘ ƻƴ ǘƘŜ ǇǳǇƛƭΩǎ ŦƛƭŜΦ hƴƭȅ ǊŜƭŜǾŀƴǘ 

people should be able to have access to this cabinet such as the Executive headteacher, Head 

of School and the DSL. 

Hard copies of complaints made by parents or pupils are stored in a file in the Executive 

HŜŀŘǘŜŀŎƘŜǊΩǎ ƻŦŦƛŎŜ ς ŀ ƴƻǘŜ ƛƴŘƛŎŀǘƛƴƎ ǘƘƛǎ ƛǎ ƳŀǊƪŜŘ ƻƴ ǘƘŜ ǇǳǇƛƭΩǎ ŦƛƭŜΦ 

Actual copies of accident and incident information are stored separately within the first aid 

logs and held in line with the retention periods outlined in this policy ς a note indicating this 

ƛǎ ƳŀǊƪŜŘ ƻƴ ǘƘŜ ǇǳǇƛƭΩǎ ŦƛƭŜΦ !ƴ ŀŘŘƛǘƛƻƴŀƭ ŎƻǇȅ Ƴŀȅ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ǇǳǇƛƭΩǎ ŦƛƭŜ ƛƴ ǘƘŜ ŜǾŜƴǘ 

of a major accident or incident. 

Aƭƭ ǘǊŀƴǎŦŜǊ ŀƴŘ ŀǊŎƘƛǾŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƳŀǘŎƘ [ƛƴŎƻƭƴǎƘƛǊŜΩǎ recommended processes. 

The school will ensure that no pupil records are altered or amended before transferring them 

to the next school that the pupil will attend. The only exception is if any records placed on the 

ǇǳǇƛƭΩǎ ŦƛƭŜ ƘŀǾŜ ŀ ǎƘƻǊǘŜǊ ǊŜǘŜƴǘƛƻƴ ǇŜǊƛƻŘ ŀƴŘ Ƴŀȅ ƴŜŜŘ ǘƻ ōŜ Ǌemoved. In such cases, the 

DPO will advise the removal of these records. 

9ƭŜŎǘǊƻƴƛŎ ǊŜŎƻǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ŀ ǇǳǇƛƭΩǎ ǊŜŎƻǊŘ ǿƛƭƭ ŀƭǎƻ ōŜ ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ ǇǳǇƛƭǎΩ ƴŜȄǘ 

school.  

tǳǇƛƭǎΩ ŜŘǳŎŀǘƛƻƴŀƭ ǊŜŎƻǊŘǎ ǿƛƭƭ Ŧƻƭƭƻǿ ǘƘŜƳ ǿƘŜƴ ǘƘŜȅ ƭŜŀǾŜ ǘƘŜ ǎŎƘƻƻƭΤ ƘƻǿŜǾŜǊ ǘƘŜ ǎŎƘƻƻƭ 

may keep hold of information about pupils for a short period to allow for any queries or 

reports to be completed or where linked records in the school information management 

system have not yet reached the end of their retention period and deleting the records would 

cause problems. 

/ŜǊǘŀƛƴ ŜƭŜƳŜƴǘǎ ƻŦ ǇǳǇƛƭǎΩ ǊŜŎƻǊŘǎ Ƴŀȅ ōŜ ǊŜǘŀƛƴŜŘ ŦƻǊ ƭƻƴƎŜǊΣ ŜΦƎΦ ƛŦ ƭƛǘƛƎŀǘƛƻƴκ ŀ ƭŜƎŀƭ ŘƛǎǇǳǘŜ 

is pending or reasonably believed to be in prospect, or for transfer to the Local Record Office, 

in accordance with the retention schedule.  



 

In circumstances where an Independent Inquiry into Child Sexual Abuse (IICSA) is ongoing, 

any records relating to the IICSA will be subject to a separate indication of the appropriate 

retention periods. The school will never destroy any records relating to an IICSA whilst the 

inquiry is ongoing and will abide by the appropriate retention periods. 

The school will, wherever possible, avoid sending a pupil record by post. Where a pupil record 

must be sent by post, it will be sent by registered post, with an accompanying list of the files 

included. The school it is sent to is required to sign a copy of the list to indicate that they have 

received the files and return this to the school. 

4. Retention of pupil records and other pupil-related information  

¢ƘŜ ǘŀōƭŜ ōŜƭƻǿ ƻǳǘƭƛƴŜǎ ǘƘŜ ǎŎƘƻƻƭΩǎ ǊŜǘŜƴǘƛƻƴ ǇŜǊƛƻŘǎ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭ ǇǳǇƛƭ ǊŜŎƻǊŘǎ ŀƴŘ ǘƘŜ 

action that will be taken after the retention period, in line with any requirements. Generally 

speaking, the ICO views consent for data collection and storage as something that degrades 

over time, so consent should be refreshed after the retention period if data is needed for 

longer. 

Electronic copies of any information and files will be destroyed in line with the retention 

periods below. 
































































